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ANNUAL REPORT 
of the 
PUBLIC SERVICE COMMISSIONER 


In 1963, there were no changes in the legislation under which 
the Personnel Administration Office operates, nor any major chan- 
ges in its operating procedures. It. was a year of consolidation and 
extension of the two principal activities for which the office is 
responsible, namely, position classification and employee recruit- 
ment and selection - so much or that other less well established but 
nevertheless important programs, such as supervisory training and 
SEs and methods advisory work, had to be temporarily re- 

uced. 


The events most worthy of special note that took place during 
the year were the following: 


- Completion of the revision and consolidation of all personnel 
regulations that was begun in 1962. 


- Revision and implementation of the long service increase pro- 
visions of the Official Pay Plan. 


- Salary scale increases for caretakers, correction officers, 
liquor store clerks, psychiatric nurses and all tradesmen except 
carpenters and electricians. 


- Development of a promotion program for the lower level 
clerical classes. 


For the execution of most of its functions, the Personnel Ad- 
ministration Office operates in two sections, one being responsible 
under the Classification and Training Director for classification and 
pay standards, staff establishments control, training and organiza- 
tion and methods; and the other section, under the Appointments 
and Administration Director, is responsible for employee recruit- 
ment and selection, employee records, and administration of the 
Personnel Regulations. One section is primarily concerned with 
positions and the other with persons, but in many respects their 
functions are closely interlocked. 


In the following paragraphs, the activities of these two sec- 
tions are reported on separately. 


Classification 


One of the essential major functions of the Personnel Admin- 
istration Office is that of keeping the official classification plan up 
to date. Positions in the provincial service are constantly being 
changed, created or abolished, which in turn necessitates the re- 
classification of positions, the revision of class specifications, the 
creation of new classes or the abolition of existing classes, so that 
the classification plan may accurately reflect current existing facts. 
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In 1963, 60 classes were created or revised, and 13 classes 
were abolished, leaving 706 classes in existence at the end of the 
year. 


At the same time, the classifications of a large number of po- 
sitions were reviewed and many were reclassified as a result. The 
circumstances under which these reviews were carried out and their 
statistical results were as follows: 


(a) Reviews made for the purpose of classifying new posi- 
tions numbered 2388. Of these, 1134 positions were 
of a permanent nature, and the rest were temporary. 


(b) Reviews of existing positions, made at the request of em- 
ployees and departmental officials, for the purpose of de- 
termining whether changes in duties warranted reclassi- 
fication of the position, numbered 611. Of these, 428 
positions were reclassified and 183 were not changed. 


(c) Reviews of 1086 positions, covering entire classes or a 
number of positions in a departmental branch, carried 
out under our re-survey program that was started in May, 
1963, to ensure that the classification of every position 
in the service shall be re-examined at reasonably frequent 
intervals. Among those so reviewed, 179 positions were 
found to require re-classification, and 227 were left un- 
changed. Decisions on the remaining 680 positions were 
still pending at the end of the year. 


All these reviews involved 2439 job audits, in which members 
of the staff making the reviews had direct discussions with the em- 
ployees concerned and their supervisors, and in most cases, were 
shown the work actually being done. 


The list below shows the groups and classes of positions that 
were reviewed as indicated by clause (c) above. This continuing 
re-survey is an essential part of our classification maintenance pro- 
gram, because changes in positions often occur slowly and the 
effects of functional or organizational changes are not always no- 
ticed and reported by departmental officials. In some instances, 
too, there has been a deliberate reluctance to draw attention to 
changes that detract from a position and may therefore result in 
a lowered classification. Consequently, in order to identify chan- 
ges that are not pointed out to us, we have to go and look for them. 
Only by so doing can the classification of positions be kept fair and 
equitable. 
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In the early months of 1963, the Classification Appeal Board 
settled a small number of appeals that remained outstanding from 
the time of installation of the classification plan in 1961. All these 
remaining appeals were refused. Five new appeals came before the 
Board late in 1963. Two of these were refused and the other three 
remained undecided at the end of the year. 


Pay Administration 


The Official Pay Plan contains a general pay schedule which 
lists the scales of pay or salary grades that are to be applied to the 
various classes of positions in the service, a schedule of all the class- 
es showing the salary grade assigned to each, and a set of regu- 
lations governing the manner in which the pay scales are to be 
applied to individual employees. 


In accordance with an understanding reached between the 
Government and the Civil Service Association, the Personnel Ad- 
ministration Office is required to carry out a general review of the 
pay plan at two year intervals and to recommend any changes that 
may be required to keep pay standards in line with prevailing rates 
outside the service. The last general review of this kind was carried 
Outs rim O2 


Between these biennial reviews, the pay scales to be assigned 
to newly created classes have to be determined, and it is also ne- 
cessary on occasion to alter the scales for established classes when 
difficulties in recruiting or retaining personnel indicate some salary 
deficiency or where the duties of a class are altered in scope or 
where it has become evident that the current scale for a class is no 
longer in line with prevailing rates. In 1963, a number of 
changes in the pay plan were made for reasons of that kind, as 
summarized below: 


Number of classes increased by one pay grade .........-....-- 50 
Number of classes increased by two pay grades .............--- 9 
Number of classes increased by three pay grades .........-.. 3 
Number of classes increased by four pay grades ............---- ] 
Number of classes reduced by one or more pay grades .... 3 


As noted near the beginning of this report, the largest groups 
of employees affected by these changes were caretakers, liquor 
store clerks, correction officers and psychiatric nurses, whose pay 
levels were all increased by one grade in the latter part of the year. 
The reductions in pay grade noted above resulted from reductions 
in the duties of the affected positions and do not reflect any change 
in prevailing rates. 


Long Service Increases 


One of the largest and also one of the most troublesome oper- 
ations in which the Personnel Administration Office was involved 
in 1963 was the payment of long service increases during the 
latter part of the year. 
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The Official Pay Plan, as originally drafted in 1960, con- 
tained a provision to the effect that after February 28th, 1963, 
each employee who 


(a) had been employed for not less than eight years, and 


(b) had been paid the maximum salary of his pay scale for 
not less than three years, and 


(c) had meritoriously performed his work 


would be eligible for an increase in salary to the next highest rate 
of the pay schedule and, after a further three years, for yet another 
increase. The intent was to provide an incentive for continued 
effort, especially on the part of those employees who had little 
prospect of promotion, and to reward consistently meritorious work 
performance. 


When, in 1963, the time came to implement this provision, 
it was found that wide differences of opinion existed as to what 
was meant by merit, by whom it should be judged and the extent 
to which it should enter into the award of increases. Meanwhile, 
most employees who had been paid at their maximum rates during 
the preceding three years had formed the assumption that their 
own merits were such as to qualify them for an increase under this 
provision and it became evident that many employees would be dis- 
appointed if merit were interpreted to mean outstanding or excep- 
tional work performance. There was also the fact that merit could 
only be judged by the various departmental supervisors, and it was 
likely that their ideas as to what constituted merit might vary 
considerably. 


Because of these difficulties, it was finally decided that merit, 
over and above normal good work, should not be a determining 
factor, and that only one increase beyond the maximum rate, in- 
stead of two, should be authorized. The regulation was amended 
accordingly, and the Public Service Commissioner was assigned 
the task of spelling out working rules by which eligibility could be 
determined, of approving all recommended increases, and of ex- 
ercising his discretion in cases where eligibility might not be clear. 
This stage was reached in October, and since several months of 
retroactive pay for several hundred employees would be involved, 
there was general anxiety to get the payments made before the end 
of the year so that they could be entered as 1963 income for in- 
come taxation purposes. 


The eligibility rules were therefore quickly promulgated, and 
most departments were prompt in submitting their recommenda- 
tions. Since the processing and checking of the recommenda- 
tions entailed extra work that could not be carried out during the 
day without undue interference with the normal daily functions 
of the office staff, the entire clerical force of the records office was 
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obliged to work overtime every evening for a period of six weeks 
up to the end of December in order to process the recommendations 
submitted during that period. Although many complicated and 
questionable cases had to be dealt with, the work was thus satis- 
factorily done and 1271 employees received their long service in- 
creases before or at the end of December. Approximately an- 
other 366 remained to be paid in the month of January, 1964, and 
there was also a similar delay in the payments to employees in the 
Health institutions, where special arrangements to co-ordinate the 
long service increases with other current pay adjustments had to 
be made. 


Staff Establishments 


The Public Service Act provides that the proposed creation 
of each new salaried position shall be examined and reported on 
by the Commissioner before the establishment of the position is 
authorized by order-in-council. In each case, the department con- 
cerned is expected to be able to show that the creation of the po- 
sition is necessary for the proper execution of the work that is to 
be done. 


This requirement necessitates an examination by the Personnel 
Administration Office of the need for all new positions that are 
included in annual departmental estimates as well as any other new 
positions that are not so provided for. 


It seems to be generally acknowledged that some indepen- 
dent scrutiny of this sort is desirable as a safeguard against over- 
staffing in an organization as large and diffuse as the provincial 
public service, but although the Personnel Administration Office, 
having a fairly detailed knowledge of the operations of all depart- 
ments, is probably best able to carry out, we have found in prac- 
tice that it presents a number of difficulties that are not easy to 
resolve. 


One problem arises from the fact that the great majority of 
proposals that are made for the creation of new positions make their 
appearance all at once in the annual departmental estimates which 
are prepared and presented in the latter part of the calendar year. 
Because the period between the receipt of the estimates and the 
date by which they must be passed for printing prior to the next 
session of the Legislature is short, it is not feasible in that space of 
time to make any adequate inquiry into the need for all the new po- 
sitions that the estimates contain. 


Another difficulty is the insufficiency of Personnel Adminis- 
tration Office staff who are able to carry out effectively the neces- 
sary inquiries. The investigator, who is probably not too welcome 
in any case, must be mature and tactful but not unsceptical in his 
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approach and he must know the right questions to ask. Acceptance 
of a new activity of this kind cannot be obtained if these qualities 
are lacking. For that reason and because other staff members 
who might assist are otherwise occupied, the main burden of this 
work has fallen personally upon the chief classification officer. 


Partly because of this lack of time and available staff, we are 
also obliged to assume that, in any departmental branch in which 
the creation of a new position is proposed, all personnel currently 
employed are fully and effectively occupied in necessary work. As- 
suming that to be so, we have to determine whether an extension of 
branch activities or a normal increase in branch functions is such 
as to justify the addition of one or more new positions to the branch 
staff force. But there is often good reason to believe that that as- 
sumption is wrong - that the existing staff are not in fact being 
used to best advantage, that some are less than fully occupied or 
are not as efficient as they might be or are doing work that is un- 
necessary or redundant, and that with some properly planned 
changes in work distribution and staff organization the branch 
might get its work better done with one or two less instead of one 
or two more employees than it has now. However, none of this 
can actually be demonstrated without a detailed survey of the oper- 
ations of the branch and the thoughtful formulation of proposed 
changes in its organization and work procedures, not to mention 
the psychological obstacle of convincing the branch head that room 
for improvement exists. This would call for many more man-hours 
than we are presently able to devote to this work and also for more 
definite authorization than we have now to undertake reorganiza- 
tion studies in situations where defects in staff utilization are be- 
lieved to exist. 

Another problem that concerns us in connection with the 
matter of staff establishments is that the freedom which depart- 
ments have in hiring personnel on wages permits them to engage 
new staff on that basis, without reference to the Personnel Admin- 
istration Office and without authorization by the Executive Council, 
for work that should properly be treated as salaried employment. 
This is not by any means a general practice, but during the past 
year we have been asked with disturbing frequency to endorse the 
establishment of new salaried positions on the grounds that the 
required work has already been done for several months by a wages 
employee and is now found to be of a full-time continuing nature, 
even though it was obvious at the outset that the creation of a 
salaried position should have been sought. This practice can 
effectively circumvent any outside control over the creation of a 
position and the selection of an appointee and his rate of pay, not 
only by the Personnel Administration Office and the Executive 
Council, but even by the Legislature itself, and it can be too easily 
indulged in without the knowledge of the head of the department 
concerned. The existence of such a wide-open back door for the 
unimpeded expansion of staff establishments tends to defeat the 
purposes of the Act, and prompt measures to close it appear to be 
very necessary. 
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In the general management of the public service, the degree 
of efficiency and economy that is attained depends largely upon 
the successful application of four basic administrative require- 
ments, namely, effective staff establishments control, the appoint- 
ment of competent personnel, the maintenance of proper pay stan- 
dards and good staff management within the departments. Of 
these, the control of staff establishments is probably of primary 
importance, since the creation of positions precedes all other per- 
sonnel actions and if weaknesses exist in that area, they will inev- 
itably generate problems in other phases of personnel administra- 
tion. The difficulties in connection with staff establishments 
control which are mentioned above are therefore of no small sig- 
nificance, and it is to be hoped that before too long, some sub- 
stantial progress in resolving them can be made. 


Notwithstanding the existence of these problems, it can be 
said that the functions of the Personnel Administration Office 
with reference to staff establishments have been carried out with 
fair success during the past year. In submitting proposals for the 
creation of new positions, the departments have generally pro- 
ceeded in compliance with the intent of the Act and have been co- 
operative and frank in supplying the information we have asked 
for. In the great majority of cases, we have been able to endorse 
their requests despite some occasional doubts about the effective 
use of existing staffs. 


As a new departure, we participated in the latter part of the 
year with the senior officers of the Treasury in their review of 
salary estimates for 1964-65. It was hoped that this arrangement 
would save time and eliminate duplication of effort on their part 
and ours, but from our point of view, this experiment was not par- 
ticularly fruitful. The interests of the Treasury appear to be re- 
lated mainly to cost trends and the larger financial aspects of ex- 
penditure, whereas our concern is more specifically directed to- 
wards the kinds of new or additional work to be done and the extent 
to which staffs should be increased in order to ensure that all ne- 
cessary work will be effectively performed. The comparatively 
brief and general discussion that took place at these meetings 
elicited very little information that was useful for our purposes, 
and most of the information we did get had to be accepted at face 
value without supporting evidence. However, this collaboration 
did help to clarify the respective spheres of interest of the Treasury 
and the Personnel Administration Office and made it evident that 
liaison with the Treasury will be necessary in our future efforts to 
evolve administrative procedures which aim at the solution of some 
of our problems mentioned above. 


Training and Organization 


In an earlier paragraph, good staff management within the 
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departments has been mentioned as one of the basic requirements 
for efficiency and economy in the public service. In 1961, in re- 
cognition of a need for development of better management in 
many sections of the public service, a supervisory training program 
for departmental officials was begun and carried on until February, 
1963, by Mr. M. F. Joonson, who was then employeed as a consul- 
tant attached to the Personnel Administration Office. During 1962 
Mr. Joonson also trained some of the Personnel Administration Of- 
fice staff technicians in organization and methods work so that 
their services might later be available to departments desiring 
assistance in matters of staff organization and the analysis and im- 
provement of work procedures. 


When Mr. Joonson left Alberta on the expiry of his contract 
at the end of March, 1963, it was decided that the supervisory 
training program should be continued by the chief classification 
officer and that two of the staff technicians under his supervision 
should be assigned to organization and methods work. However, 
the continued demands upon their time in other directions pre- 
vented the fulfilment of those intentions, with the result that 
the training program remained dormant until late in 1963 and only 
a limited amount of work relating to methods and organization 
was accomplished. In view of the requests that were being made 
by several departments for our assistance in supervisory training 
and organizational studies, this was regrettable but unavoidable. 


Early in the year the O. & M. staff completed the consolida- 
tion of all personnel administration regulations that had been 
commenced in 1962, and they later undertook the compilation of 
regulation amendments for which need had arisen as a result of 
changes and developments that occurred in the general personnel 
program during the preceding few months. All regulations, thus 
brought up to date, were assembled in the form of a loose-leaf 
book for convenient reference and copies were distributed to de- 
partmental officials. 


These staff members were also responsible for the preparation 
of a personnel administration manual, consisting of a systematic 
assemblage of all policy statements, administrative rulings, proce- 
dural instructions and working rules relating to personnel trans- 
actions. Copies of this manual were distributed to the departmen- 
tal personnel officers, and although a good deal of material is yet 
to be prepared and added to the manual, this book has already 
proven to be a most useful source of reference that has done much 
to facilitate the documentation and processing of personnel trans- 
actions. 


By the fall of 1963 it had become evident that the other 
duties of the chief classification officer would continue to preclude 
his personal conduct of the supervisory training courses. It was 
therefore decided that only a partial revival of the training program 
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could be attempted in the hope that at some later time it might 
be more fully developed to the extent originally intended. With 
that in view, the senior technician of the O. & M. section was as- 
signed to full-time duty as a training officer, with the initial task 
of organizing monthly meetings of the departmental personnel 
officers on the basis that would afford further development of their 
knowledge of personnel administration by means of lectures and 
group discussions. The first of these monthly meetings was held 
in November, 1963, and notwithstanding the limited impact of 
this type of training, there is every prospect that this series of 
meetings will be of considerable benefit to all government depart- 
Mes lt is expected that other training courses will be provided 
in 1964. 


Recruitment, Appointments and Promotions 


Except in the institutions and hospitals of the Department 
of Health, the Personnel Administration Office has charge of the 
hiring of new employees and the promotion and transfer of em- 
ployees to salaried positions in the public service. The recruitment 
and selection of new clerical personnel is carried out directly by 
our recruitment section staff. In the case of other new employees 
and in cases of promotion, that section is responsible for any nec- 
essary advertising of vacancies and for seeing that the selection 
process is carried out in a fair and impartial manner; in most cases 
appointees are chosen from among the available candidates by a 
selection panel consisting of officials of the department concerned 
under the chairmanship of one of our technical staff members. 


The general principle of the selection process is that the 
best-qualified candidate should be chosen, but this is occasionally 
departed from in cases where there are applicants who may be 
physically handicapped or otherwise deserving of special consid- 
eration. In 1963, to ensure that employment applications from 
such persons should be fully considered, arrangements were made 
to record their applications in a special register showing in each 
case the class of work for which the applicant may be suited. 
When a vacancy in any particular class is to be filled, any regis- 
trants who are recorded as being possibly suited for work in that 
class are considered along with other applicants for the position. 
If any of the former are found to be capable of satisfactorily filling 
it, their names, together with the names of the other qualified ap- 
plicants, are submitted with a report to the head of the department 
concerned, who decides which person shall be appointed. This 
procedure has been set up on the principles that the government 
should accept its fair share of handicapped employees, that those 
hired should be reasonably capable of doing the required work, and 
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since this may involve some departure from the strict application 
of the merit system, that the department head should assume the 
responsibility for selecting such persons. 


Another development in recruitment procedure that took 
place in the latter part of 1963 was the initiation of a promotion 
program for appointments to second-level clerical positions. Ap- 
plications for appointment to such positions were invited by adver- 
tising both within and outside the service, and suitable tests for 
screening the applicants were devised. On the basis of the test 
results and personal interviews, lists of those applicants found 
qualified for second-level clerical, stenographic and typist duties 
would be set up, and appointees were to be selected from these 
lists to fill future vacancies as they occurred. 


It was expected that this procedure would not only permit 
the prompt filling of second-level vacancies, but that it would also 
offer to first-level clerical employees the broadest possible oppor- 
tunities for early promotion. However, to our initial advertising, 
the response from within the service was most disappointing. A 
fair number of applications for Clerk || appointment were received 
from present employees in the Clerk | class, but very few applied 
in the Clerk Stenographer and Clerk Typist classes. This reluc- 
tance to apply apparently arose from a widespread assumption that 
successful applicants would be required to accept any second-level 
position that might later be offered to them whether they liked 
the position or not. We have now taken steps to correct any 
such false impression, and it is hoped that our future efforts to 
elicit bids for promotion in this manner will be more successful. 


During 1963, a total number of 2514 appointments to po- 
sitions in the service were processed by the Personnel Administra- 
tion Office. These transactions comprised 1766 appointments of 
new employees and 748 promotions and transfers. Of these ap- 
pointments, 1483 were made as a result of 565 specific compe- 
titions that were run by the Personnel Administration Office with 
departmental participation. In comparison with 1962, this rep- 
resents an increase of over 30 per cent in the number of com- 
petitions conducted, and an increase of over 20 per cent in the 
number of vacancies filled by competition. The total number of 
appointments made, however, was 233 fewer than in 1962. The 
tabulation below, which includes 1962 figures in brackets, pro- 
vides more specific detail, and Table | shows the figures by de- 
partments. 
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Applications Candidates Candidates Appointments 
Received Examined Interviewed Made 

Clerical Appoint- 
ments (Clerks, 
Stenographers, 2484 1486 1184 621 
Typists, etc.) (3097) (1930) C1372) (571) 
Appointments Re- 
quiring University B77, - 242 5] 
Graduation (296) (296) (54) 
Other 10721 27, 2088 81] 
Appointments (67263) ( - (2326) (564) 
Total Competitive 18602 1613 3514 loa 
Appointments (11356) (1930) (3994) (1189) 


Number of 


Number of Number of 





Number of 


Appointments Made 
Without 1031 


Competition (1558) 
Total 2514 
Appointments (2747) 


From the above figures it may be noted that on an average, 
there were nine applicants for every vacancy, with a relatively low 
average of four applicants per vacancy in the clerical classes. As 
in 1962, there were several competitions for specific positions in 
other classes for which well over one hundred applications were 
received. 


The above tabulation includes the competitions run and the 
appointments made through the agency of our Calgary office 
during its first full year of operation. That office conducted 
competitions by which 73 vacancies were filled, and tested a total 
of 371 applicants for clerical appointments. Eighty-two other 
appointments, made without competition, were dealt with by the 
Calgary office. Our two staff members at Calgary have also done 
good work in keeping local senior officers advised on personnel 
policy and in assisting them with a number of personnel problems. 


At the end of 1963 the percentage number of married women 
employed in the service was again higher than at the end of the 
preceding year. Comparative figures for the past five years are 
as follows: 
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[ise 1960 1961 1762 . 1963 





Number of women retained 
after marriage 165 164 173 192 177. 


Number of married women 


recruited 2 304 250 344 348 


Number of married women 
who resigned 41] 370 2D 424 529 


Number of married women 
employed at end of year 979 979 1077 1236 1391 


Married women employed 
at end of year as percent- 
age of total female 


employees 3997 Jo AO Tae 3.093 Ta 43.590 44.7% 


In 1963 a separate record was kept of the number of em- 
ployees under the purview of the Personnel Administration Office 
who continued to be employed after having reached retirement 
age. The numbers of employees who were thus retained by the 
various departments were as follows: 


PXGVIGUITUTG Meee sees 21. ] Mines and Minerals .......- nil 
Attorney General ............ 6 Municipal Affairs .......... 2 
BUG atOlimeters sont eter. ete 1] Provincial Secretary ........ nil 
mi xXecutiver Council \.......... ! BUD cel Galt tie. sess em nil 
Bligh Way Swpomtert. so. 222832 200 4 Public Welfare .............. 1 
Industry and Development | PUD ICV OF Kon aree fer res 25 
Wabounrteiictic cach.) .2 Z Ara ckitiny sae ee eee 1 
Lands and Forests .....--... 2 Wotalpeae-y 7. 
MEGS a WiOtie gene fue 252.5. nil ined 


*See footnotes, Table | 


From December 3lst, 1962, to December 3lst, 1963, the 
total number of employees under the purview of the Personnel 
Administration Office increased from 8418 to 8989. In the 
Health institutions approximately 3,000 other employees remain 
outside our purview except with respect to position classification. 
Our classification work also covers about 1,000 other positions on 
the staff of the Research Council and the Alberta Liquor Control 
Board, but Treasury Branch positions totalling about 500, are 
excluded from the classification plan. 
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Staff Losses 


The tabulation below shows the number and kinds of staff 
losses that occurred during the year. 


Probationary 


Permanent and Temporary 
Employees Employees Totals 
Resignations 484 1162 1646 
Dismissals 10 43 DS 
Retirements 49 24 Tis} 
Deaths Waals) Pees es 
561 1233 1794 


The percentage rate of loss, based on staff totals at the end 
of the year, was 20.0% - one of the lowest annual loss rates for 
several years. The loss rate among permanent employees, esti- 
mated at about 9 per cent, has remained fairly uniform for the 
past few years. 


Hours of Work and Attendance 


No changes were made during 1963 in the standard hours 
of work. : 


The average rate of absenteeism among employees who are 
required to record their attendance rose from a five-year low of 
6.73 days per employee in 1962 to 7.69 days per employee in 
1963. An average of 5.88 days per employee was allowed with- 
out loss of pay as leave occasioned by illness, bereavement, etc. 


Among the regulation amendments made in 1963 was one 
which limited leave with pay for casual illness to 10 days per 
employee in each year. Although the service average of six or 
seven days is well below that figure, there are a few employees 
whose casual absences from work on the pretext of illness amount 
to as much as three or four weeks every year, and the amend- 
ment of the regulations was intended to curb this habit. During 
the few months that it has been in force, it appears to have been 
most effective. 


Among other changes made in the regulations governing 
attendance and leave was a complete revision of the regulations 
authorizing extended summer leave for teachers and instructors 
who are directly occupied with classes during an annual period 
corresponding to the regular school year. These regulations, 
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which permit up to eight weeks’ leave in July and August, now 
apply to teachers and instructors at the Institutes of Technology 
and the Alberta School for the Deaf and to educational and speech- 
training therapists employed at the Red Deer Training School. 
The purpose of this arrangement is to bring working conditions 
in that respect for teachers in the service into line with these pre- 
vailing in the public school system. 


Under the educational leave regulations, leave to take post- 
graduate or special training was granted during 1963 to a total 
number of 37 employees, who were allowed full or part pay during 
their absence from duty. The periods of leave ranged from a few 
weeks to several months. By departments, such leave was granted 
to 13 employees in the Department of Agriculture, 6 employees in 
the Department of the Attorney General, 12 employees in the 
Department of Education, 2 employees in each of the Departments 
of Public Health and Public Works, and one employee in each of 
the Departments of Lands and Forests and Public Welfare. 


In the latter part of the year, the O. & M. section of the 
Personnel Administration Office commenced a study of the meth- 
ods being used by the various departments in recording the at- 
tendance of those employees who are not required to punch time- 
clocks. It was found that no less than twenty-one different forms 
for that purpose have come into use in different parts of the 
service. There appears to be no necessity for such a diversity of 
forms, and it is expected that they can be replaced by one or two 
new forms, adapted for service-wide use, that will serve the same 
purposes effectively. This matter will be further pursued in 1964. 


Suggestion Award Board 


The Suggestion Award Board, under the chairmanship of the 
Deputy Minister of Industry and Development, held several meet- 
ings during the year, and made several cash awards for useful sug- 
gestions received from employees. The tabulation below summa- 
rizes the results of the Board’s activities in 1963: 


Suggestions under consideration at January Ist, 1963 -........... 14 
Suggestions received in 1963 ........... RD Ries a eee rene ae 48 
Suggestions mot accepted, for.aneaWward,:-2.05.cdee ee  aeees. aes 36 
Suggestions for which awards were granted .............22222222------- 13 
Suggestions under consideration at December 3lst, 1963 ...... is 
iGtalmamountaot awards. OrantedinG!3)ec.u7me ease cer ei cee $310.00 
Fargestesingle:aWardac. 2.888 staan rah cg went tk eens Bea $ 50.00 


Stal lestmSiriqh@*QWAld to tsetse eee et co. ceres scene coe spercee re $ 10.00 
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Other Activities 


The undersigned attended nearly all the regular monthly 
meetings of the Joint Council and the Deputy Ministers’ Committee 
that were held in 1963, as well as most of the monthly meetings 
of the departmental personnel officers which were resumed in the 
late spring of 1963. Much time was spent at these meetings on 
the consideration of personnel matters, and our excellent relations 
with these groups and their individual members continue to be 
a source of satisfaction. 


The undersigned also attended a joint conference of repre- 
sentatives of the provincial and federal employee organizations, 
the provincial governments and the provincial and federal civil ser- 
vice commissioners that was held in Halifax in June, 1963, under 
the sponsorship of the Canadian Federation of Government Em- 
ployee Organizations for the purpose of discussing employer-em- 
ployee bargaining in the provincial and federal public services. 
Following this two-day conference, the civil service commissioners 
met to consider the feasibility of their meeting annually for the 
purposes of joint consultation on common problems. It was agreed 
that such annual meetings should be initiated and that the first 
meeting would be held at Halifax in June, 1964. 


Our collaboration with the Pay Research Bureau and the 
Labour Statistics Branch at Ottawa, the Statistical Branch of the 
Alberta Department of Industry and Development and the civil 
service commissions of the federal and other provincial govern- 
ments in connection with the gathering and exchange of pay data 
has been continued, and we have had a number of discussions and 
exchanges of correspondence with representatives of other public 
and private employers on various matters within the sphere of per- 
sonnel administration. 


From our contacts with these other agencies, it is evident 
that the personnel administration program that has been deve- 
loped in the Alberta public service over the past few years is re- 
garded elsewhere with growing respect. Although we are only 
too conscious that in certain phases of our varied activities we 
still fall short of maximum performance, we believe that the pro- 
gram as a whole holds early promise of becoming one of the best 
and most effective of its kind on the North American continent, 
and we trust that in the future, as in the past, it will receive the 
support that it needs to ensure its full development. 


Respectfully submitted, 
Je Ae HOBEOW Ate 
PUBLIC SERVICE COMMISSIONER 
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